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PR RECORDS RETENTION AND DISPOSAL SCHEDULE Page
No. lepy.+
Agency Division
‘ St. Mary's County County Commissioners
Item
No. Description Retention
1. Minutes of County Commissioners Meetings
The minutes contain the proceedings of the County PERMANENT. Retain latest
Commissioners meetings relating to the government 10 years in office, then
of the County. transfer to County Records
Center and Archives. *
Z, Resolutions
Offical copies of all resolutions and ordinances PERMANENT. Retain latest
passed by the County Commissioners. 10 years in office, then
transfer to County Records
Center and Archives. %
3. Zoning Resolutions
‘ Official copy of all zoning resolutions passed by PERMANENT. Retain latest
County Commissioners. 10 years in office, then
transfer to County Records
Center and Archives, *
4, Proclamations
Copies of all proclamations made by the County
Commissioners. PERMANENT. Retain latest
5 years in office, then
transfer to County Records
Center and Archives. *
5. Boards, Committees, and Commissions
Files by committee containing letters of Retain all reports permanent
appointment end resignation, general correspondence Keep latest five years in
to commmittees and reports. office, then transfer to
County Records Center and
Archives. *
Correspondence and other
materials retain for 5 years
or until administrative use
is completed.
‘ Schedule apBroved by Department, Schedule.authorized by

Agency, or

ol Cy

ivision Representative

Signature

ity (ST

&z

Title Date

tate Archivist

Date




Schedule

—~7 RECORDS RETENTION AND DISPOSAL SCHEDULE No. ~_¢ag
(Continuation sheet)
Page
No. 29{) PN
Item
No. Description Retention
6. General File
Subject files containing correspondence, printed Retain 3 years, then
and mimeographed materials related to the destroy. Files should be
operation of the oféiee. 504,77 7aye/,7meﬂz_ periodically reviewed prior
to destruction and material:
having legal or administrati
values should be kept until
such value ceases.
7, Legislation
Yearly files containing legislative packets of PERMANENT. Retain all
bills originating in the County, correspondence legislative packets and
and a compilation of bills passed. compilations of bills
passed in office. Retain
correspondence in office foi
5 years, then transfer to
County Records Center and
Archives. ¥
8. Mail log
Typed list of daily incoming correspondence with Retain in office 2 years,
action notes. then destroy.
9. Chronological Files
Second copies of all outgoing correspondence Retain in office 2 years,
and materials from office. then destroy.
10. Clearinghouse
Notices from Department of State Planning with Retain in office 1 year,
comments sheets from county departments. then destroy.
11, Grants

Forwarding letters for grant information sent
to other departments. These copies confirm grant
was sent out of office.

* If no County
transfer t

Retain in office 1 year,
then destroy— o» whHern

7raﬂT /S com/o/e Ted.

Archives in operation,

b State Hall of Records




INSTRYCTIQNS - -TYPE OR PRINT A
SEPARATE, FORM FOR EACH NEW OR
REVISED RECORD SERIES, FORWARD
WiITH RECORDS RETENTION SCHEDULE

(DGS 880-1) JESSUP,

DEFARTMENT OF CGENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O. BOX 278

MARYLAND 20794

649
AGENCY RECORDS INVENTURY

PAGE ) OF />

DEFARTMENT /AGENCY 2. DIVISION

County Commissioners

3. UNIT

DEFINIT 1 ON -RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

t
} 4. RECORD SERIES TITLE

Minutes of the County Commissioners meetings

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
1975 o _1989

6. RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTS/FOM FOUND

‘IN THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES )

The Minutes contain the proceedings of the meetings of the County Commissioners relating
to the government of the county, levying and collection of taxes and their allocation
and expenditure for the county, county roads, water supply, and sanitation, zoning

and planning and appointments to County Boards and Commissions.

7. RECORD SERIES FORMAT(S) 8.

D LETTER SI1ZE O MICROFILM

W LEGAL SI1ZE 0O COMFUTER TAPE

‘I'aouun BOOK O FLOPPY DIsK

O AUDIO TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
O ALPHABETICAL
0 NUMERICAL
#X CHRONOLOG | CAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME

XX FILE DRAWER(S)
D MICROFILM REEL(S)
2 O COMPUTER TAPE(S )
BER 0 oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
EFILE DRAWER(S)
1/12th© MICROFILM REEL(S)
O COMPUTER TAPE(S)

O OTHFER(SPFCLIFY)

1. piLE 1S USED

XK DAILY O wWEEKLY O MONTHLY

12. F|LE BECOMES INACTIVE AFTER

10 O MONTH(S B
o — (s) YEAR(S)

. 13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Governmental Center, County Administrators
office, Hallway files

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyes, sPEcIFrY reENCY OR OFFicE)
0 YES XX NO

15. ACCESS RESTRICTIONS O yes XXnNo
(1 vyes, ci1TE LAW(S) & REGULATION(S)

16. AUDIT REQUIREMENTS
X County

ONONE DO STATE U FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1r YRS.E>PLAIN
BRIEFLY AKND DESCRIBE ANY HARDIARE/BOFTHARE)

One is being developed using PC and INMAGIC
KYES O NoO

18. RECOMMENDED RETENTION
Permané*. Retain latest ten years in office,
Transfer all prior records to County Records
Center and Archives for permanent retention.

19. NAME AND TITLE OF PREPARER
Jan Blodgett/ County Archivist

20,

TELEPHONE NUMEER
(301) 475-7844

8/10/89

DGS $50-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES, FORWARD
¥WITH RECORDS RETENTION SCHEDULE

scs 550-1)
DEFARTMENT / AGENCY

County Commissioners

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

0
AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 2738
JESSUP, MARYLAND 20794

PAGE <~ oF (O

2. Division

County Administrator

3. WINIT

DEFINITION - RECORD SERIES'A GROUP OF REKLATED RECORDS NORMALLY FILED

! 4. RECORD SERIES TITLE

Resolutions

REFERENCE AS RELL AS RETENTION AND DISPOSITION PURPOSESR

AND USED AS A UNIT FOR

8. EARL1EST YEAR/LATEST YEAR
1963 10 1989

| 6. RECORD SERIES DESCRIPTION ‘lRlIFI—Y DESCRIBE THE TYPES OF INFOMTION/DOCMNTS/'OM FOUND

THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THK BEFIES )

Binders with official copies of all resolutions and ordinances pssed by County Commissioners.

1963-1978 also contain Proclamations.

After 1978 Proclamations are housed separately.

7. RECORD SERIES FORMAT(S)

M BOOK O FLOPPY DISK

O LETTER SIZE O MICROF ILM
BXLEGAL SIZE 0O COMFUTER TAPE

O AuDlO TAPE O VIDEO TAPE
O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
D ALPHAEETICAL
D NUMERICAL
BXCHRONOLOGI CAL

$. VOLUME

X® FILE DRAWER(S)
O MICROFILM REEL(S)

E‘z‘ri‘c COMPUTER TAPE(S)
UMBER D oTHER(SPECIFY)

O GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT JON
X FILE DRAWER(S)
o
1 12th MICROF ILM REEL(S)
COMPUTER TAPE(S)
0 OTHER(SPECIFY)

1

I 1. pi1LE 1S USED

¥2. FILE BECOMES INACTIVE AFTER

O paiLY X WEEKLY O MONTHLY 10 O MONTH(S) B YEAR(S)
_RUNEER
! 13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Governmental Center, County Administrators tir vyEs, seEciFY raEnNcY OR OFFicE)

office, Hallway files

O YEs BXNO

15. ACCESS RESTRICTIONS O YEsS XxXB NO 16. AUDIT REQUIREMENTS

(v» vyes, cive LAW(S) & rREGULATION(S)
XKNONE O STATE O FEDERAL 0O INDEPENDENT

17.

19. NAME AND TITLE OF PREPARER

0 yEs W No

IS AN INDEX SYSTEM USED?! (1p¢ YRS.E)PLAIN
BRIEFLY AND DESCRIBE ANY HARDUARE/SOFTWARE)

Permanent.

18. 'RECOMMENDED RETENTION

Retain latest 10 years in office,

transfer all prior records to County Records
and Archives for permanent retention.

Jan Blodgett/County Archivist

20. TELEPHONE NUMEER
(301) 475-7844

21. DATE
8/10/89

DGS 550-4 (REVISED 2/87)




INSTRYUCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥WITH RECORDS RETENTION SCHEDULE
580-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O., BOX 278
JESSUP, MARYLAND 20794

Hy
AGENCY RECORDS INVE%‘W%RY

PAGE _2 /;6r ©

{
—izrmm/lxm

County Commissioners

2. DIVISION

County Administrator

3. WINIT

DEFINITION -RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FI1LED

4. RECORD SERIES TITLE

* Zoning Resolutions

REFERENCE AS WELL AS RETENTION AND DISpPOS

AND USED AS A UNIT FOR
ITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
1978 _ To 1989

and filed chronologically.

‘IN FHE SERIES.

Original copy of zoning resclutions passed by County Commissioners.

RECORD SERIES DESCRIPTION (.RIIFLY DESCRIBE THE TYPKS OF lNFORﬂATlON/DOCUH!NTS/FORM! FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES )

Housed in binders

7. RECORD SERIES FORMAT(S)
O LETTER SIZE O MICROFILM
BXLEGAL SIZE 0O COMFUTER TAPE

M BOOK O FLOPPY DISK

O Auplo TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
O NUMERICAL
® CHRONOLOG I CAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

X FILE DRAWER(S)

0 MICROFILM REEL(S)
m;mllszz O COMPUTER TAPE(S)

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
Xgf FILE DRAWER(S)
" O MICROFILM REEL(S)

RUMBEY O COMPUTER TAPE(S)

0 OTHER|SPECIFY)

FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O pAILY Hwepky O MONTHLY 10 O MONTH(S) XX YEAR(S)

' 13, CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Governmental Center, County Administrators lir ves, spEciFy roEncY or oFrice)
Office, Hallway files D YES B No

15. ACCESS RESTRICTIONS O vyEs &xno 16. AUDIT REGQUIREMENTS

(1® vyes, ciTe LAwW({S) & rREGULATION(S)

P<NONE O STATE O FEDERAL [ INDEPENDENT

17.

0 vyEs XX No

1S AN INDEX SYSTEM USED?! (1r YES,.E>PLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/BOFTWARE )

18.
Permanent.

RECOMMENDED RETENT JON

Retain latest ten years in
office, transfer all prior records to
County Records Center and Archives.

4

19. NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMEER

(301) 475-7844

21. DATE

8/10/89

DGS 350-4 (REVISED 2/87)




INSTRYCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD
P.O. BOX 278

C61o
AGENCY RECORDS INVENTORY

race 5 or (o

350-1) JESSUP, MARYLAND 20794

—&EPARTMENT /AGENCY

County Commissioners

2. DIVISION 3. UINIT

A GROUP OF RELATED RECORDS NORMALLY FILED AND USKED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

DEFINITION-RECORD SERIES-

5. EARLIEST YEAR/LATEST YEAR
1978 _To _1989

4. RECORD SERIES TITLE

Proclamations
| 6. RECORD SERIES DESCRIPT ION (BRIIFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS /FORMS FOUND
‘IN THE SERIES. INCLUDE TNE PURPOSE OR FUNCTION OF THE SEFITES)

Proclamations are usually
Copies of

Copies of all proclamations made by the County Commissioners.
made to recognize individuals or groups and are not legally binding.
proclamations prior to 1978 are interfiled with Resolutionms.

7. RECORD SERIES FORMAT(S) VOLUME

$%X FILE DRAYWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
0O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9.

O LETTER SIZE O MICROFILM O ALPHAEETICAL

XX LEGAL SI1ZE 0O COMFUTER TAPE 0O NUMERICAL

.aouw BOOK U FLOPPY DISK

0O AUDIO TAPE 0O VIDEO TAPE

ROHSER

XX CHRONOLOG I CAL, .

a OGRAPH 1 CAL
G ! ANNUAL ACCUMULAT ION

8*FILE DRAWER(S)
1 120 MICROFILM REEL(S)
nwsér O COMPUTER TAPE(S)
0_OTHFR|SPECIFY)
FILE BECOMES INACTIVE AFTER
B monTHLY 5 0 MONTH(S) EXYEAR(S)

10,

O OTHER(SPECIFY) O OTHER(SPECI1FY)

I'$1. piLE IS USED 12.

O palLYy C WEEKLY

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyes, sreEciFy sr0ENCY OR OFFicCE)
O YES XX NO

' 13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Governmental Center, County Administrators
Office, Hallway files

15. ACCESS RESTRICTIONS 0O YEsS XXNO 16, AUDIT REQUIREMENTS
(1w ves, ciTve LAW(S) & REGULATION(S)
x5 NONE D STATE O FEDERAL [ INDEPENDENT
17. IS AN INDEX SYSTEM USED? (1r YES.E>PLAIN

18. RECOMMENDED RETENTION

Permanent. Retain latest 5 years in office,
transfer all prior records to the County
Records Center and Archives.

BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE )

0O YES EX NO

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

Jan Blodgett/County Archivist (301) 475-7844 - 8/10/89

DGS 550-4 (REVISED 2/87)




INSTRYCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

CL70
AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD

County Commissioners

County Administrator

WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 5’
PAGE 2 OF /O
({DGS 880-1) JESSUP, MARYLAND 20794
DEFARTMENT / AGENCY 2. DIVISION 3. UINIT

PDEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY ¥ILED

i 4. RECORD SERIES TITLE

Boards, Committees,

REFERENCE AS WELL AS RETENTION AND DISPOS

and Commissions

1TION PURPOSES

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
Agtjxe . TO Inactive

committees.

‘N THE SERIES.

RECORD SERIES DESCRIPTION (lRl.PLY DESCRIBE THE TYPKS OF lNFORﬂATION/DOCMNTB/FOM FOUND
INCLUDE THE PURPOSE OR PUNCTION OF THE SEFIES)

Files contain letters of appointment, resignation letters, correspondence and annual reports
for each committee, board or commission appointed by the County Commissioners.
files contain information on current members and appointments two years back. Separate
files are kept for inactive or former committee members by committee and for inactive

Active

7. RECORD SERIES FORMAT(S)
D LETTER SI1ZE O MICROFILM
XB LEGAL SIZE 0O COMFUTER TAPE

.Boi.nn BOOK O FLOPPY DISK

0O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
0 NUMERICAL
BXCHRONOLOG 1 CAL

$. VOLUME

X® FILE DRAWER(S)

O MICROFILM REEL(S)
_v“_}“_ O COMPUTER TAPE(S)
N B

O OTHER(SPECIFY)

0 GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

& FILE DRAWER(S)

1/4thD MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER|SPECIEY )

| 1%, gig 1s usep

@ pAlLY O WEEKLY

12.
O MONTHLY b

FILE BECOMES
0O MONTH(S)

INACTIVE AFTER
XX YEAR(S)

office, Hallway files

' 13, CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM)
Governmental Center, County Administrators

OYES ® NO

14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
. tar YES, SPECIFY /GENCY OR orrice)

15. ACCESS RESTRICTIONS

O YEs
(1w ves, ciTE LAW|S8) & REGULATION(S)

RBxNO 16.

AUDIT REQUIREMENTS

S:NONE O STATE DO FEDERAL 0O INDEPENDENT

17.

0 YES XX NO

IS AN INDEX SYSTEM USED?! (1r YES.E)PLAIN
BRIEFLY AND DESCRIBE ANY HARDIARE/SOPTHAR!)

18.

RECOMMENDED RETENT ION

Retain all reports. permanently. Keep
latest 5 years in office, transfer prior
years to County Records Center and Archives
for permanent retention.
other materials retain for 5 years or until
administrative use is completed.

Correspondence

1!. NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20, TELEPHONE NUMEER

(301) 475-7844

21. DATE

8/10/89

DGS 550-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
550-1)

DEFARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

cbo
AGENCY RECORDS INVENTURY

7278 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

pace (o of (©

#.
DEFARTMENT / AGENCY

County Commissioners

2. DIVISION

County Administrator

3. WINIT

DEFINIT | ON - RECORD SERIES-‘ GROUP OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE

General Files

REFERENCE AS WELL AS RETENTION AND DI!SPOS

ITION PURPOSES

AND USED AS A UNIT FOR

8. EARL'IEST YEAR/LATEST YEAR
Actiuva.. TO Inactive

| 6. RECORD SERIES DESCRIPTION (IRIIPLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTS/FOM FOUND

the operation of County Government.

THE SERIES,

INCLUDE THE PURPOSE OR FUNCTION OF THK SEF1ES )

Subject files containing correspondence, printed and mimeographed material related to
Files exist for various county departments as
well as outside agencies and general subjects with interest to the Commissioners.

7. RECORD SERIES FORMAT(S)
O LETTER S1ZE O MICROFILM
¥ LEGAL S1ZE 0O COMFUTER TAPE

.mLND BOOK O FLOPPY DISK

O AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
K ALPHABET ICAL
O NUMERICAL

0 CHRONOLOGICAL

9. VOLUME

£« FILE DRAWER(S)
O MICROFILM REEL(S)
0 COMPUTER TAFPE(S)
O OTHER{SPECIFY)

20
NUMBE

O GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT JON
% FILE DRAWER(S)
2 O MICROFILM REEL(S)
RGNBEE O COMPUTER TAPE(S)

0 OTHER|SPECLEY )

P11 giLe 15 useD

XX DAILY 0O wEEKLY

12.

O MONTHLY

RmEEY

FILE BECOMES
0 MONTH(S)

INACTIVE AFTER
2XYEAR(S)

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,RROOM)
Governmental Center, County Administrators

Office, Hallway files

0 YES X NO

14. IS R.ECORD SERIES DUPLICATED ELSEWHERE?
tir vyes, seEciFy sraEncY oR OFFice)

15. ACCESS RESTRICTIONS C YyEs £kNO 16. AUDIT REQUIREMENTS
{1r vEs, ciTE LAW(S) & REGULATION(S)
X NONE U STATE O FEDERAL 0O INDEPENDENT
17. 1S AN INDEX SYSTEM USED?! (1P YRS.E>PLAIN

BRIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARE )

0O YEs BX NO

RECOMMENDED RETENT JON

Retain for 3 years, then destroy.
should be reviewed periodically prior to
destruction.
legal or administrative value should be
kept until such value ceases.

Files

Materials having continuing

.

t9. NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivis

T

20. TELEPHONE NUMEER

(301) 475-7844

DATE
8/10/89

21.

DGS 550-4 (REVISED 2/87)




INSTRYCTIQUNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

cLY0
AGENCY RECORDS INVENTORY

WITH RECORDS RETENTION SCHEDULE
550-1)

P.O.
JESSUP,

BOX 278
MARYLAND 20794

pace _/ oF ®

1. DEFARTMENT /AGENCY 2. DIVISION

County Commissioners

County Administrator

3. UINIT

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FJLED

AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSESR

4. RECORD SERIES TITLE

Legislation Files

$. EARLIEST YEAR/LATEST YEAR
1972 4o 1989

!

6. RECORD SERIES DESCRIPTION (
‘IN ‘THE SERIES.

BRIEFLY DESBCRIBE THE TYPKS OF INFOMTION/DOCMNTB/FOM FOUND

INCLUDRE THE PURPOBE OR FUNCTION OF THK SEFIES )

Copies of Bills that originated in the County or that effect County interests, correspondence,
solicitation letters, and compilations of bills passed.

7. RECORD SERIES FORMAT(S)
O LETTER SI1ZE O MICROF LM

3 LEGAL S1ZE O COMFUTER TAPE 0 NUMERICAL

BOUND BOOK O FLOPPY DISK
D AuDIO TAPE O VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
D ALPHABETICAL

AX CHRONOLOG | CAL,
O GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

XX FILE DRAWER(S)
O MICROFILM REEL(S)
2 ___ O COMPUTER TAPE(S)

"U“““ O OTHER|SPECIFY)

ANNUAL ACCUMULAT ION
XX FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAFPE(S)

10,

O OTHER{SPECIEY )

I 1. piLE 1S USED

X DAILY 0 wEEKLY D MONTHLY

2. FILE BECOMES INACTIVE AFTER

E D MONTH(S) X YEAR(S)

' 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
Cou?ty Governmental Center, County Administratoy tir vyes, seEcIFY r0ENCY OR OFFicE)
Office, Hallway files O YES RxNO
15. ACCESS RESTRICTIONS Q YES & no 16. AUDIT REQUIREMENTS

{1r ves, ciTE LAW(SB) & REGULATIONIS)

IXNONE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (i1r yS.EXPLAIN
BREIEFLY AND DESCRIBE ANY HARD-ARE/ SOFTWARE )

ODYEsS & NO

18. RECOMMENDED RETENTION

Permanent. Retain all legislative packets
and passed bills notebooks in office, transfer
correspondence and other materials after 5
years to County Records Center and Archives
for permanent retention.

19. NAME AND TITLE OF PREPARER
Jan Blodgett/County Archivist

20.
(301) 475-7844

TELEPHONE NUMEER

21. DATE
8/10/89

DGS 350-4 (REVISED 2/87)




INSTRUCTIQMNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 350-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

CkY?
AGENCY RECORDS INVENTURY

727% ¥WATERLOO RQAD
P.O. BOX 275
JESSUP, MARYLAND 20794

PAGE £ oF /(O

[

DEFARTMENT /| AGENCY

County Commissioners

2. DIVISION

County Administrator

3. WNIT

DEFINITION-RECORD SERIES-

A GROUP OPF

RELATED RECORDS NORMALLY FILED

} 4. RECORD SERIES TITLE

Mail Log

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
1987 __ T1o _1989

| 6, RECORD SERIES DESCRIPTION (.RIIPLY DESCRIBE THE TYPKS OF INFOMTION/DOCMNTB/'OM rOUND

Typed list of daily incoming correspondence.
action (who to send copies to).

THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES |

Entries contain brief description and

7. RECORD SERIES FORMAT(S)
O LETTER SI1ZE O MICROFILM
XX LEGAL SIZE 0O COMFUTER TAPE

M BOOK U FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
O NUMERICAL

35 CHRONOL OG ! CAL

9. VOLUME

IXFILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
U OTHER(SPECIFY)

3
NUMBEW

O GEOGRAPHICAL
O OTHER({SPECIFY)

10. ANNUAL ACCUMULAT ION
IXFILE DRAWER(S)
1 O MICROFILM REEL(S)
ROMBEE O COMPUTER TAPE(S)

D OTHFR{SPECIFY}

!"' FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O pAILY WEEKLY D MONTHLY 2 O MONTH(S) X YEAR(S )
fx ROWEEY
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
"Governmental Center, County Admlnlstrators ti1r vyes, srECIFY 20ENCY OR OFFicE)
Office, Hallway files 0 yES &xno
15, ACCESS RESTRICTIONS 0O yEs HXnNo 16. AUDIT REQUIREMENTS

{1r ves,

cITE LAW(8) & rEGULATION(S)

BxNONE O STATE 0O FEDERAL 0O INDEPENDENT

17.

O YEE IX NO

1S AN INDEX SYSTEM USED? {I1rFr YRS.E)PLAIN
BRIEFLY AND DESCRIBER ANY HARDIARE/!OPTWARB)

RECOMMENDED RETENT JON

Retain in office 2 years, then destroy.

@

19. NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMEER

(301)-475-7844

21. DATE

8/10/89

DGS 3550-4 (REVISED 2/87)




INSTRUCTIGHNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

cLY?
AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

PAGE 7 _OF 2

®:
DEFARTMENT / AGENCY

County Commissioners

2. DIVISION

County Administrator

3. NIT

DEFINITION -RECORD SERIES-A GROUP

OF RELATED RECORDS NORMALLY FILED

|
!

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOSES

4, RECORD SERIES TITLE

Chronological Files

AND USED AS A UNIT FOR

8. EARLIEST YEAR/LATEST YEAR
19846 To _1989

6. RECORD SERIES DESCRIPT ION (BRIIFLY DESCRIBE THE TYPES OF INFOM?IOH/DOCMNTS/'OM FOUND

Second copies of all outgoing correspondence and materials from the office

chronologically.

THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THEK SEFIES )

filed

7. RECORD SERIES FORMAT(S)

3 LETTER S1ZE O MICROFILM

O LEGAL SIZE 0O COMFUTER TAPE
‘l}xmnm BOOK U FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
D ALPHAEETICAL
0 NUMERICAL

$3 CHRONOLOG | CAL

%. VOLUME

FXFILE DRAWER(S)
O MICROFILM REEL(S)

1 0 COMPUTER TAFPE(S)
N B

ER O orHER(SPECIFY)

O GEOGRAPHICAL
O OTHER(SPECIFY)

ANNUAL ACCUMULAT ION

EXFILE DRAWER(S)

D MICROFILM REEL(S)
O COMPUTER TAFE(S)
O OTHER(SPECIFY)

1. piLE 1S USED

O pAailLY BXwEEKLY

12.

2

O MONTHLY NURERE

FILE BECOMES INACTIVE AFTER
O MONTH(S)

RXYEAR(S)

. 13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Governmental Center, County Administrators

Office, Hallway files

g yEs ¥ NoO

14. IS RECORD SERIES DUPL ICATED ELSEWHERE?
fir vyes, sPECIFY rGENCY OR OFFicE)

15. ACCESS RESTRICTIONS

C yes
{1r vES, CITE LAW(S) & rREGULATION(S)

£k No 16.

AUDIT REQUIREMENTS

H*NONE O STATE O FEDERAL D INDEPENDENT

17. 15 AN INDEX SYSTEM USED?! (i1p

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

0 YES BX NO

2 4

YES,EXPLAIN 18

RECOMMENDED RETENT ION
Retain in office 2 years, then destroy.

19. NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20, TELEPHONE NUMEER

(301) 475-7844

21. DATE

8/10/89

DGS 550-4 (REVISED 2/87)




INSTRUCTIGMNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

¢ LYo
AGENCY RECORDS INVENTORY

7278 VWATERLOO ROAD
BOX 278

P.O.

PAGE /U _ OF /o

550-1) JESSUP, MARYLAND 20794

L=
DEFARTMENT /AGENCY

County Commissioners

2. DIVISION 3. WINIT

County Administrator

DEFINIT I ON - RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSER

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

aetive. To _jpactive

Clearinghouse files

RECORD SERIES DESCRIPTION (IRIIPLY DESCRIBE THE TYPES OF lNFOMTlON/DOCMNTB/POM FOUND
THE SERIJES. INCLUDE THE PURPOSE OR FUNCTION OF THK SEF1ES)

Notices from Department of State Planning which are routed to the appropriate county
departments with comment forms. The forms are returned and comm#®ets typed up and sent
to County Commissioners. Commissioners then act on the proposal and a copy of the
proposal and commments kept in the file. The originally signed document is returned
to the Department of State Planning.

RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE $. VOLUME

XX FILE DRAWER(S)
O MICROFILM REEL(S)

1/2 0 COMPUTER TAPE(S)
NUMBER o orHER(SPECIFY)

O LETTER SIZE DO MICROFILM ¥X ALPHAEET I CAL

XX LEGAL SIZE 0O COMFUTER TAFE

&omp BOOK O FLOPPY DISK

0 NUMERICAL

O CHRONOLOGICAL,

O AUDIO TAPE 0O VIDEO TAPE 0 GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION

¥K FILE DRAWER(S)
" O MICROFILM REEL(S)
RUMB®R O COMPUTER TAPE(S)
[w] QTLER,‘_SPEC!FY)

O OTHER(SPECIFY) O OTHER(SPECIFY)

12.
FILE IS USED parely

O palLy D wEEKLY

FILE BECOMES INACTIVE AFTER

O MONTHLY m O MONTH(S) B{ YEAR(S)

' 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Governmental Center, County Administrators g" YES, SPECIFY ,.GENCY OR OFFicE)
Office, Hallway files YES O No
15. ACCESS RESTRICTIONS D YES XXNO 16, AUDIT REQUIREMENTS

(1w vyes, ciTE LAW(S8) & REGULATION(S)

@ NONE D STATE O FEDERAL 0O INDEPENDENT

17, 1S AN INDEX SYSTEM USED? (1r YES,EXPLAIN

18,
BREIEFLY AND DESCRIEBE ANY HARDWARE./SOFTWARE )

RECOMMENDED RETENT ION

O YES XX NO Retain in office 1 year, then destroy.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Jan Blodgett
County Archivist (301) 475-7844 8/10/89

DGS 350-4 (REVISED 2/87)




INSTRYCT QNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WIiTH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

CeYl
AGENCY RECORDS INVENTURY

7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

PAGE [ or

W DEFARTMENT /| AGENCY

County Commissioners

2. DIVISION

County Administrator

3. WNIT

DEFINITION-RECORD SERIES-

A GROUP OF
REFERENCE AS WELL AS RETENTI!ON AND DISPOS

RELATED RECORDS NORMALLY WFILED

.

4. RECORD SERIES TITLE

Grants

ITION PUBPOGES

AND USED AS A UNIT FOR

8. EARLIEST YEAR/LATEST YEAR
1987 To _1989

1 8.

that grant was sent on.

TN THE SERIES.

of grants are held in Finance Office.

Forwarding letters for grant information sent to various county departments.
Forwarding letters are kept as confirmation

RECORD SERIES DESCRIPTION (IRIKPLY DESCRIBRE THE TYPEKS OF INFOMTION/DOCMNTS/FOM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THEK SEFIES )

Copies

7. RECORD SERIES FORMAT(S)
XXLETTER SI1ZE O MICROFILM

0 LEGAL S1ZE 0O COMFUTER TAFE

"o‘.up BOOK 0O FLOPPY DISK

0O AUDIO TAPE QO VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
TXALPHABET ICAL
0 NUMERICAL

0 CHRONOLOGICAL

9. VOLUME
¥ FILE DRAWER(S)
O MICROFILM REEL(S)
0O COMPUTER TAPE(S)
R D oTHER(SPECIFY)

1/4

NUMB

O GEOGRAPHICAL

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
BXFILE DRAWER(S)
C MICROFILM REEL(S)

"
nubm U COMPUTER TAPE(S)

D OTHFR(|SPECIFY)

12.

| 11 FiLE 1S useD FILE BECOMES INACTIVE AFTER
O pAajLY 0 WEEKLY LK MONTHLY N'd!ﬂ' D MONTH(S) xR YEAR(S)

* 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
Governmental Center, County Administrators ts» vEs, sPECIFY s0ENCY OR OFFICE)
Office, Hallway files 0 YES XXNO

15. ACCESS RESTRICTIONS O YES £xNO 16. AUDIT REQUIREMENTS
{1r vyes, ciTE LAW(S) & rEGULATION(S)
X3 NONE 0O STATE D FEDERAL O INDEPENDENT
17. 1S AN INDEX SYSTEM USED? :
(1r vs,ExPLAIN 18. RECOMMENDED RETENT ION

BRIEPLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

OYEs 8 NO

Retain 1 year, then destroy.

9

19. NAME AND TITLE OF PREPARER

Jan Blodgett
County Archivist

TELEPHONE NUMBER

(301) 475-7844

20.

21. DATE

8/10/89

DGS 350-4 (REVISED 2/87)




